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WYOMING DEPARTMENT OF EDUCATION 

 INITIAL APPLICATION CHECKLIST 
CHAPTER 1  

 FEES:   
 
$10,000 Performance Bond OR Irrevocable Standby Letter of Credit  
With valid dates of July 1st – June 30 of the following year (7/1/08-6/30/09) 

  

 
$200.00  License Fee 

  

 
Registered agent fee - $100.00 Each.   

  

   
 
FORMS 

  

PSL Form 610A – Non-degree granting initial application   
PSL Form 15 – Agent Application   
PSL Form 14 – Personnel information (All owners, staff & instructors)   
PSL Form 16 - Number of students for the previous school year    
PSL Form 18 – Licensing History Disclosure   
 
Documentation provided by the School 

  

Provide an alphabetical list of administrators, faculty and staff   
Attendance record form   
Current professional credentials for all owners, staff & instructors   
Probationary academic/discipline   
Enrollment contract     
Current financial statement (certified by CPA)   
Tuition fees and other charges   
Compliance with city, county, and state regulations   
Refund Schedule   
Description of instructional methods/outlines   
Course outlines for each course    

   Mission Statement   
Copy of graduation certificate   
  
 Submitted by: 

  Date:  

   
School:    
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Letterhead from [Wyoming bank/financial institution] 
IRREVOCABLE STANDBY LETTER OF CREDIT – Chapter 1   


 
ISSUE DATE:  , 20  LETTER OF CREDIT NO:  
     
ISSUER:  
 [Bank’s Name] 
 
CUSTOMER:   


[name of company or party requesting issuance of the letter of credit.] 
 
AGGREGATE AMOUNT   [Not to Exceed  Dollars] 
 
CUSTOMER’S PROPERTIES INCLUDED:  [If this letter of credit is in lieu of a non-resident 
contractor’s bond, the project description, including estimated date of completion, and a complete 
legal description of all properties included in the project must be type here.] 
 
DATE OF EXPIRATION OF CREDIT:  ,  20  
 
TO THE BELOW-NAMED BENEFICIARY: 
 Wyoming Department of Education 


Attn:  Private School Licensing 
Hathaway Building, 2nd Floor 
2300 Capitol Ave. 
Cheyenne, WY 82002-0050 


 
Sir/Madam: 
By order of the above-name customer, we hereby establish in your favor an Irrevocable Standby 
Letter of Credit available to you by your draft(s) drawn on us, at sight, at our  
counters at  , in the City of  , 
State of  , in amount(s) not to exceed, in aggregate, the stated-stated  
Aggregate Amount, provided that any such draft is presented under the following terms and 
conditions and is accompanied by the following described documents: 
 
1. Drafts presented under this letter of credit shall bear on their faces “Drawn under [issuing 


bank’s name], Irrevocable Standby Letter of Credit Number_____________.”  All drafts 
presented hereunder must be accompanied by your statement, sighted under oath and 
certifying to the following: 


 (1) The undersigned is a beneficiary under [issuing bank’s name] Irrevocable Standby 
Letter of Credit Number__________, dated________________, 20____. 


   
 (2) This draft is for the amount of _________________________________ Dollars 


($_________________). 
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IRREVOCABLE STANDBY LETTER OF CREDIT – Chapter 1 
 
CUSTOMER:    
   
Date:   
 
2.  
 


 
Only those drafts drawn in compliance with the express terms and conditions of this 
letter of credit, and accompanied by the certificate prescribed in paragraph one above, 
will be honored if presented not later than 5:00p.m., on or before the current or future 
Date of Expiration. 


3.   The above-stated Date of Expiration of Credit of this letter shall be automatically 
extended for not more than [should be the number of years anticipated for the completion 
of the project] successive periods of non (1) year each, unless we notify you by certified 
mail, return receipt requested, at your address shown above, at least NINETY (90 days 
prior to the then-effective Date of Expiration of Credit of this letter of credit, that we 
intend not to extend it for another year or to replace it with another letter of credit 
acceptable to you. 
 


  
4. This letter of credit sets forth in full the terms hereof and may be modified or amended 


upon our and your express written consent 
  
5.  This letter of credit shall be payable in current funds or in such other manner as you 


may determine at our offices and set forth above. 
  
6.  This letter of credit is drawn subject to the 1993 Revision of the Uniform Customs and 


Practice for Documentary Credits, International Chamber of Commerce Publication No. 
500.  This letter of credit is to be entirely governed by, and interpreted and construed in 
accordance with, the laws of the State of Wyoming, without regard to the principles of 
conflicts of laws. 


  
7. The signer of this letter of credit warrants on behalf of himself and the issuer that he has 


authority to sign on behalf of the issuer. 
   


 
 


Signature of Bank’s Authorized Officer 
 


Name [typed] 
 


Title [typed] 
 





		Dollars]

		IRREVOCABLE STANDBY LETTER OF CREDIT – Chapter 1
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 The information submitted in this form is marked 
CONFIDENTIAL and will be forwarded to the 
State of Wyoming only, as required by the 
certification regulations. 


 
 


CHAPTER 1 
WYOMING DEPARTMENT OF EDUCATION 


PERSONNEL INFORMATION 
 
Name of Institution ___________________________________________________________________ 
 
 
Position held (check more than one if appropriate): (    ) Chief Administrator, (    ) School Director, (    ) Licensed Agent 
 
(    ) Instructor, Other (    ) title ___________________________________________________________________ 
 


I. NAME:   Phone:  


     (Area code)  Home number 


 ADDRESS:   City/State  


      


II. FORMAL EDUCATION    


Name of Schools or Colleges – Address  Date Last Attended  Degree 


     


     


     


     
III. WORK EXPERIENCE (Indicate with an “X” those to contact for reference) 


Employer – Address  Position  
Dates 


(From - To) 


     


     


     


     


     


     


VI. ATTACH COPY OF TRANSCRIPTS – retain the originals at the school’s Wyoming office   


     


V. AN AFFIRMATIVE RESPONSE TO THE FOLLOWING STATEMENT MUST BE FULLY EXPLAINED IN A SEPARATE 
NOTARIZED STATEMENT. 


   (have   /   have not) 


I___________________been dismissed from any position for immoral or unprofessional conduct or had a license or permit  


  


The above information and data are true and to the best of my knowledge. 
 


Signed:   Date:   
 





		PERSONNEL INFORMATION
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CHAPTER 1 


WYOMING PRIVATE SCHOOL LICENSING  
APPLICATION TO LICENSE AGENTS 


 
 


Name of Institution:  
 
 
Pursuant to Wyo. Stat. 21-2-403, I hereby apply for a Registered Agent’s License that entitles me to 
solicit business for the above referenced institution within the State of Wyoming in accordance with 
Wyo. Stat. 21-2-401 through 407.  I pledge to serve in this capacity within the spirit and letter of the 
law. 
 
 (  )  
Registered Agent’s Name (Print)  Area 


Code 
 Phone Number 


 
   
Street Address     
   
City State Zip   
     
     
Registered Agent’s Signature   Date 
 
 
 
I have carefully reviewed the qualifications and the personal data of the above applicant and believe 
that he/she will perform as pledged above.  I request that he/she be issued a permit to solicit 
business for our school in the State of Wyoming. 
    
Name (print)  Phone Number  
    
    
Position – Chief Administrative or Executive Officer (print)    
    
    
Signature    
 
 


 





		CHAPTER 1
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CHAPTER 1 


WYOMING PRIVATE SCHOOL LICENSING - RENEWAL 
NUMBER OF STUDENTS FOR THE PREVIOUS YEAR 


 
 
 


Name of Institution  
    


 
 
 


I, _______________________________________, as Chief Administrator of the 
above mentioned institution verify that in the past twelve months the 
number of enrolled students was ______________________, for the twelve 
month period _____________________________________________________.  


 
 
 
 
 


   
Chief Administrator (print or type)  Date 
   
   
Signature   
 








Private School Licensing 
Wyoming Department of Education 


ndHathaway Bldg., 2  Floor 
2300 Capitol Avenue   PSL 18 
Cheyenne, Wyoming 82002-0050                                                                                                  10/08 
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CHAPTER 1 
WYOMING PRIVATE SCHOOL LICENSING 


LICENSING HISTORY DISCLOSURE 
 


 
Name of Institution 


 


   
Applicant/licensee must disclose whether its license had been revoked, suspended, 
denied or has not been renewed by the licensing jurisdiction of another state, a 
detailed explanation of the reasons for the action together with the documents 
relating to any subsequent judicial or administrative proceedings.   
 
Pursuant to Wyo. Stat. 21-2-402 (d), did applicant/licensee have past or current 
material misrepresentation or omissions in any information submitted to the 
Department or fail to report any change in information required under subsection (b) 
of this section in a timely manner.  
 
Please answer the following questions: 
 
1. Have the applicant/licensee, co owners, management, marketing, or other 
operational personnel ever had its license revoked, suspended, denied, or not renewed 
for similar operations in this or another state? 
 __________NO   _________YES (explain) 


 
2.  Have the applicant/licensee have past or current material misrepresentations or 
omissions of information submitted to the Department? 
 __________NO   __________YES (explain) 
 
3.      If Yes to either question, please provide the action, date, jurisdiction, and  
explanation. Use additional sheets if necessary.  If No, proceed to signature portion of 
form.   
 
     
Action  Date  Jurisdiction  
      
Explanation:      
 
 
 
 
I have carefully reviewed Wyo. Stat. 21-2-402 (d).  The disclosure marked in questions 
1 and 2 is true to the best of my knowledge.  
 
    
Name   Title (President, CEO, Owner)      


    
Signature  Date  


 





		CHAPTER 1
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 Bond No. _________________________________  
 
In lieu of a deposit of cash or U.S. Treasury Bonds to insure our faithful operation of a private school in Wyoming. 
 doing business as 
(Name of Principal) 
 , a  
(Trade Name or “Same”) (business form) 


located at  , as Principal, and 
 (Address) 
 , of
(Name of Surety) 
 , as Surety, are
(Address of Surety) 
held and firmly bound to the Wyoming State Board of Education, as Trustee, in the amount of Ten Thousand Dollars ($10,000.00) for payment 
of which we bind ourselves and our heirs, executors, administrators, successors and assigns, jointly and separately, this 
 day of  ,  20  .  
 
As Principal, we intend to operate a private school teaching  
 in the State of Wyoming, subject to the Private School Licensing Act (Wyo. Stat. 21-1-401 through 21-2-407) 
regulations under the Act, and other applicable state and federal laws and regulations.  We agree to post a new Bond each year we do 
business in Wyoming, to assure protection for all persons enrolled in any of our courses offered in this State. 
 
Therefore, for the period of   ,  200  through  , 200  this bond will  
insure the faithful performance of our duties as a private school operating within Wyoming.  Action upon this bond may be brought by any 
aggrieved student who has enrolled in a course we offered in Wyoming, the Wyoming Attorney General, or the district or county attorney.  
Upon satisfactory performance of our duties during the period of time covered by this Bond, the Surety is released from any further obligation 
and this Bond will have no further legal effect. 
 
PRINCIPAL 
BY:    


Corporate Seal  Signature  
 Printed or Typed  
TITLE:  
 


State of:  ) 
SS. 


County of:  ) 
 The foregoing performance and payment bond was acknowledged before me by  
 this  day of  , 200  . 
Witness my hand and official seal.   


Notary Public 


 My Commission Expires:   
 
SURETY 
BY:    


Corporate Seal  Signature  
 Printed or Typed  
TITLE:  
 


State of:  ) 
SS. 


County of:  ) 
 The foregoing performance and payment bond was acknowledged before me by  
 this  day of  , 200  .  
Witness my hand and official seal.   


Notary Public 
 My Commission Expires:   
 
APPROVED AS TO FORM    SURETY’S REGISTERED RESIDENT AGENT FOR SERVICE IN WYOMING 
    Registered Agent:  


(Printed or Typed) 


    Address:  
Attorney General’s Office  Date    


(INSTRUCTIONS ON REVERSE) 
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APPLICABLE WYOMING STATUTES 
 
Wyo. Stat. 21-2-404.  Operation Without License Unlawful:  Soliciting business in public schools:  furnishing list of students. 
  aa..  NNoo  ppeerrssoonn  sshhaallll  ooppeerraattee  aa  sscchhooooll  aass  ddeeffiinneedd  iinn  WWyyoo..  SSttaatt..  2211--22--440011  iinn  WWyyoommiinngg  aanndd  nnoo  pprriivvaattee  sscchhooooll  sshhaallll  ccoonndduucctt  bbuussiinneessss  iinn  


WWyyoommiinngg  wwiitthhoouutt  ffiirrsstt  oobbttaaiinniinngg  aa  lliicceennssee  uunnddeerr  tthhiiss  aarrttiiccllee..  
  bb..  UUnnlleessss  tthhee  sscchhooooll,,  pprroopprriieettoorr  oorr  iittss  aaggeenntt  hhaass  bbeeeenn  lliicceennsseedd  aass  rreeqquuiirreedd  uunnddeerr  tthhiiss  aarrttiiccllee,,  nnoo  ooffffiicciiaall  oorr  eemmppllooyyeeee  ooff  tthhee  WWyyoommiinngg  


SSttaattee  DDeeppaarrttmmeenntt  ooff  EEdduuccaattiioonn,,  oorr  ccoolllleeggee  oorr  uunniivveerrssiittyy  wwiitthhiinn  tthhee  ssttaattee  oorr  aannyy  sscchhooooll  ddiissttrriicctt  wwiitthhiinn  tthhee  ssttaattee,,  sshhaallll::  
        i. Permit the school or proprietor or agent thereof to solicit business in any public school within this state; and  
         ii. Provide any list of students or other list of prospects to the school or proprietor or agent thereof. 
 
Wyoming Statutes 21-2-404 provides that “no person shall operate a school as defined in W. S. 21-2-401 in Wyoming and no private school 
shall conduct business in Wyoming without first obtaining a license under this article.” Wyoming Statute 21-2-405 requires that before any 
school is licensed, it must submit to the Department of Education a ten thousand dollar ($10,000.00) performance bond. The purpose of the 
bond is to “assure protection of all person enrolled in a course of study who may be aggrieved by any school doing business or operation in 
the state.”  The bond must be approved by the attorney general, and must be renewed on an annual basis as long as the school retains its 
license.      
 


INSTRUCTIONS 
Please follow these instructions carefully. Failure to complete the bond form in accordance with these 
instructions will result in rejection of the bond and may delay licensing. 
 
Trade Name.  State the trade name the Principal will use in promoting this private school in Wyoming.  If the trade name is the 
same as the Principal's name, insert "same".  Principal name must be stated exactly the same throughout the bond form. 
 
Business Form.  State the legal business form of the Principal (e.g. sole proprietorship, partnership, limited partnership, joint 
venture, association, or corporation).  If Principal is a sole proprietorship, owner's name must appear as Principal.  If principal 
is a corporation, the corporate name must be listed as Principal.  For any other business form, all owners' or partners' names 
must appear as Principal. 
 
Dates.  The date in the first paragraph must be the date the Bond is signed by the Surety's Attorney-In-Fact.  It must be the 
same date that appears on the attached Surety's power of attorney.  The dates in the third paragraph cover the period during 
which the Bond is effective.   Post-dated Bonds are unacceptable. 
 
Subjects Taught.  List subjects taught.  If necessary, attach a separate page or course catalog-listing subjects taught.  Merely 
stating “teaching students” is not sufficient. 
 
Signature for Principal.  If Principal is a sole proprietorship, joint venture, association or some business form other than 
partnership or corporation, all owners must sign.  If a partnership or limited partnership, at least two general partners must 
sign.  If a corporation, Chief Executive Officer (President, Chairman or CEO) must sign.  Any other person signing must verify 
his or her authority to bind the Principal by attaching certified evidence of his or her authority.  This will be verified with the 
office of the Secretary of State.  Each person must sign for himself or herself.  Signatures must be notarized. 
 
Seals.  Where indicated, impress corporate or surety's seal. The attached Surety's power of attorney must also be sealed.  
Facsimile or preprinted seals are not acceptable and will result in rejection of the bond. 
 
Surety and Resident Agent.  When a corporate surety is used, the Bond must be signed by its Attorney-in-Fact.  The current 
authority of the Attorney-in-Fact must be attached to the Bond.  That authority must also contain an impressed seal, which is 
not a facsimile or preprinted. 
 
Blank Spaces and Changes.  The form must be completely filled in.  The Bond cannot be accepted with blank spaces.  
Changes or strikeovers, which are clear, are acceptable, but must be initialed by the Surety's Attorney-In-Fact or resident 
agent, which must notify the Surety of the change. 
 
Approval by Attorney General.  Make no mark in this box.  The bond is not valid until approved by the Wyoming Attorney 
General. 
 
Questions?  Contact the Private School Licensing Unit, Department of Education, 2nd Floor, Hathaway Building, 2300 Capitol 
Avenue, Cheyenne, Wyoming, 82002, (307) 777-5712 with any questions regarding private school performance bonds. 
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PSL 
Wyoming Department of 
Education 
Hathaway Bldg., 2nd Floor 
2300 Capitol Avenue 
Cheyenne, WY  82002-0050 
(307) 777-5712 


CHAPTER 1 
WYOMING PRIVATE SCHOOL LICENSING 


 INITIAL AND/OR RENEWAL APPLICATION 
 


NAME OF SCHOOL ____________________________________________________________________________ 


ADDRESS _____________________________________________________________________________________ 
                 _____________________________________________________________________________________ 
PHONE _____________________________________________________________________________________ 
CONTACT NAME________________________________________________________________________________  
CONTACT E-MAIL_______________________________________________________________________________ 
 
Application for the year of July 1, ________ through June 30, ________  
Initial license _____   or renewal license ______  (check one) 
 
Application is hereby made for a Wyoming Private School License pursuant to Wyoming Statutes 
21-2-401 thru 21-2-407 and in accordance with the Chapter 1 Rules and Regulations adopted by 
the Wyoming Department of Education. 
 
1. A $200 license fee and $100 applicable agent fee per agent must accompany this 
application. 
 
2. Included as a part of this application a current school catalog or other brochure(s).  
 
3. Check items which appropriately characterize this school: 
    (    ) profit,     (    ) non-profit,    (    ) franchised,     (    ) individually owned,     (    ) partnership,  
    (    ) corporation,     (    ) business,     (    ) trade,     (    ) technical, 
    (    ) other (specify) ______________________________________________________. 
 
4. All owners, officers and directors of this school are listed in the alphabetical list submitted with 
this application and clearly identified in the accompanying catalog (make references to pages.) 
______________________________________________________________________________________________ 
 
5. This school is in compliance with local, city, and county ordinances, and state laws relating to 
the health and safety of all persons upon the premises and complies with all requirements of 
“Wyoming Private School Licensing Rules and Regulations”. Data supporting this statement are 
included with this application or a letter explaining why this does not pertain. 
 
6. Does an accreditation body approved by the United States Department of Education accredit 
the above institution?   _____Yes _____No 
If yes, please provide a copy of the accreditation certificate. 
 
 
The above information and data are true and correct to the best of my knowledge and belief. 
   
Chief Administrator (print or type)  Date 
   
   
Signature  Title 
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PRIVATE SCHOOL REFUND POLICY 
Chapter 1 


 
All private school licensed by the Wyoming State Board of Education will utilize a refund policy that 
parallels policies recommended by accrediting agencies recognized by the Unites States Department 
of Education and is as follows: 
 
1. Refund Schedule 
 


A. All monies paid by the applicant student will be refunded if requested within three (3) days 
after signing an enrollment agreement.  All full refund will also be given if the applicant 
student is not accepted by the school or in the event that the school discontinues a course 
during the period of time within a student could have reasonably completed it. 


 
B. An applicant requesting cancellation in writing after the three day period, but before the 


scheduled starting date, shall receive a refund of all monies paid less the registration fee of 
$50.00 or 1.0% of the program costs, whichever is less. 


 
C. If a student requests cancellation, or is expelled, (in which event the date of the termination 


shall be the date of expulsion) the student shall be entitled to tuition refund in accordance 
with the following schedule: 


 
 i. For a student terminating after entering school and starting the course of training, 
but within the first week, the tuition charges made by the school will be 1.0% of the contract 
price of the course plus at $50.00 registration fee, but in no event will the school be entitled 
to more than $300.00. 


 
  ii. For a student terminating after one week, but within the first 25% of the course, 
the tuition charges made by the school will be 25% of the contract price of a course plus a 
$50.00 registration fee. 


 
  iii. For the student terminating after completing over 25%, but within 50% of the 
course, the tuition charges made by the school will be 50% of the contract price of the course 
plus a $50.00 registration fee. 


 
  iv. For the student terminating after completing 50% or more of the course, the 
school will retain full tuition. 


 
a. For residency type schools, the percentage of work completed shall be determined by the 
comparison of total; time of student attendance and total time length of the course offered. 


 
b. For correspondence study, the percentage of work shall be determined by comparison of 
total lessons in the course of study. 


 
c. In case of student prolonged illness or accident, death in the family, or other circumstances 
that make it impractical to complete the course, the school will make a settlement which is 
reasonable and fair tooth.  (The percentages figures do not include the cost of books, tools, 
supplies, or special fees). 
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PRIVATE SCHOOL REFUND POLICY – page 2 
Chapter 1 


 
 
 


d.  All money due and owing the student shall be refunded within thirty (30) days of his or 
her discontinuance of the course. 
 


2. Breakage Fee 
 


Where the school charges a fee for equipment broken by the student, it may provide the 
retention of only the exact amount of breakage, with the remaining part, if any, to be 
refunded 


 
3.  Consumable Instructional Supplies 


 
          Where the school makes a separate charge for consumable instruction supplies, as             
          distinguished from laboratory fees, the exact amount of the charges for supplies may be 
          retained; any remaining charges must be refunded. 
 
4.       Books, Supplies & Equipment 
 


A. Where the student purchases his or her books, supplies, and equipment from a bookstore or 
other source and the cost of such items is separate and independent from the charges made 
by the school for tuition and fees, the student may retain or dispose of such items at his or 
her own discretion.  Where the school furnishes the books, supplies, and equipment with 
the cost thereof included in the total charge payable to the school for the courses, and the 
student withdraws or is discontinued prior to the completion of the course, refund will be 
made in full for the amount of the charge for the un-issued books, supplies, and equipment.  
Issued items may be disposed of at the student’s discretion. 


 
 B. In any refund situation that a settlement cannot be agreed upon by the student and the 


(name of institution), services of the Department of Education may be used by both parties 
to arrive at a final solution 


 





		2. Breakage Fee



